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DIRECTIONS FOR COMPLETING FORM 45, FITNESS REPORT 


INSTRUCTIONS . 


SECTION A GENERAL 

The items of this section should be completed by the Ap- 
propriate administrative or personnel officer. Special in- 
structions for completing or omitting items of this port of 
the report should be carefully observed on Field Trans- 
mittal - Fitness Report^ ( form 

SECTION B EVALUATION OF PERFORMANCE OF 
SPECIFIC DUTIES 

In this section the supervisor will list the most Important 
duties the employee has performed during the rating 
period and will rate each duty separately. Duties should 
be listed in order of importance. Compare when possible 
the individual being rated with other* pe rforming the some 
duty ot g similar level of 1 


responsibility, r 




-T-, , . . Fvery care-' 

ful consideration should be given to the tlsfSng of dutlee 
and the rating alvon eoch dirty b eca us e thb information b 
important in the evolvatian of the employee for future 
assignments, ff the |eb requires maintaining fifes, say whet 
hind, if it roqulres ete p er l itg sontrfb t rtt e m to chapters of a 
publication, say whet chapters, if it requites conducting I*, 
vestigations, tell whet kind end fer whet pewose. If it re- 
quires liaison actMtfes, toll what kind and with whom, if » 
requires analyzing report* er arep art ng reports, tell whet 
kind, what sUt j ac t s, end fer whet purpose. In rating am- 
ployees with lupa r r i scry r e see t i si b in He s , teN hew 
employees supervised end their grade ievefc. 

EXAMPLES, 

"Operates 1230 muitihth press" -net 
press." 

"Types research reports having many tables" - not 

"types." 

"Serves os senior supervisor for 7 important activities 
using knowledge of the French language" - not » 
"senior supervisor." (6S lt ftreuqk&5 *} 

"Supervises A second-line supervisors^wks direct eco- 
nomic research" - not "directs research." 

"Responsible for processing fiscal, financial, and 
budget reports for an operating branch of 30 
people" — not "financial support." 

SECTION C EVALUATION OF OVERALL PERFORMANCE 
IN CURRENT POSITION 

In making this rating the supervisor should take into ac- 
count the employee's conduct on the job as well os his 
performance on oil specific job duties, lech supervisor 


will weigh these factors in his own mind so as to arrive or 
a rating whkh will reflect an employee's overall value on 
the jqb. 

section p description of the employee 

Thh section it a good test of the supervisor's ability to 
observe his subordinates. In this section the supervisor 
considers the employee from different points of view ond 
makes a number of close judgments about him. * These 
judgments should be based on the characteristics demon- 
strated by the individual in his current position. This series 
of statements applies in some degree to most people, but 
should be checked only when such ratings assist in the de- 
scription- of the individual. "Writes effectively" ond "Dis- 
cipline Ip originating, maintaining and disposing of rec- 
•fdb* may be qualifications which are not required in the 
t yt e ye e *! cur rent position but, if observed, they should be 
wRjdlnariir la help describe the employee's capabilities 
pell ntiaf* * D fs d pf f ne In originating, maintaining and 
disposing of records'* refers to the awareness and opplka- 
flan of procedures involved in the creation, maintenance 
and d hp ed He n of written materials. 

MfflOH I NARRATIVE DESCRIPTION OF MANNER ILLEGIB 

JDI performance 


SECTION F CERTIFICATION AND COMMENTS 


The reviewing official has the responsibility of deciding 
whether the supervisor is either underrating or overrating 
the employee concerned. A reviewing official should rec- 
ognize that his frame of reference concerning an employee 
with whom he may hove contoct only occasionally is dif- 
ferent from that of the supervisor who normally is in con- 
•fwnt association with the individual. At the same time, 
the reviewing 'oTRftft shoqjd take the opportunity to eval- 
uate the ability of the supervisor^ to rate subordinates. 
Some disagreement between the supervisor ond the review- 
ing official when preparing evaluations is not unusual. In 
a situation where there are significant discrepancies be- 
tween the ratings of the supervisor and the reviewing offi- 
cial, the Director of Personnel will discuss the report with 
the Head of the employee's Coreer Service and the em- 
ployee will b^nformed of his standing ond prospects by 

the Head oVfnSfce rvice. fr 7, 

'—a /&/hizCorccr 
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DIRECTIONS FOR COMPLETING FORM 43, FITNESS REPORT 


GENERAL 


STAT 


r. POLICY 

It is Organization pqltcy to inform employees of the effec- 
tiveness of their work performance. Organization policy 
also requires that supervisors record at least once each 
year their opinions and evaluations of the work per- 
formance of employees under their jurisdiction. Evalua- 
tions will also be made whenever it is necessary or desira- 
ble to provide grganiiation management with information 
winch may be pertinent to future personnel actions affect 
mg these individuals. Regulation No. | outlines 

policies concerning the requirements for submitting initial, 
annual, reassignment and special reportjyshowlng the re- 
port to the employee and appeals procedure. The Fitness 
Report, Form 45, is used to record evaluations. However, 
on evaluation in memorandum form may be substituted for 
Form 45 for employees in Grades GS-M and above. 

2. SUB MISSION 

The Fitness Report will be submitted in triplicate to the 
Head of the Career Service concerned. The Head of the 
Career Service will retain one copy and will forward the 
original and other copy to the Office of Personnel. 


3 initial REPORT 

A Fitness Report will be prepared for each employee as 
of nine months after his entrance on duty with the organi- 
zation. An initiol report need not be made when a Fitness j 
Report has already been made for some other purpose 
within 90 days prior to the due date of the initial report. 
The initial report is of particular importance in providing 
a record of the supervisor's evaluation of the employee 
before the employee has completed his twelve month trial 
period. An initiol report may be deferred for a period 
not to exceed 30 days beyond the due date to provide 
the supervisor with additional time to evaluate an em- 
ployee who has been under his jurisdiction for less than 
90 days. 

4. ANNUAL REPORT 

A Fitness Report will be prepared annually for each em- 
ployee, except when a Fitness Report has been made tor 
some other purpose within 90 days prior to the due date 
of the onnuot report. An annual report moy be deferred 
until the employee has been under the jurisdiction of the 
supervisor for 90 days. 


SCHEDULE FOR SUBMISSION OF ANNUAL REPORTS 


GRADES 

SuS-6 through G$-8 

f GS-9 through GS-ll 

l G5-12 and GS-13 

\ G5-14 and above 

through GS-3 Z 

5. REASSIGNMENT report 


FOR PERIOD ENDING 

* 116 ^ — 

30 June 

30 September 

31 December 


T... 


March 


DUE IN OFFICE OF PERSONNEL 
FROM HEADQUARTERS FROM FIELD 

~ ZByTT Sl Way ' 

31 Jury 31 August 

31 October 30 November 

31 January 28 February 


31 May 




Ult./' 

reMhe/jn media 


c 


Fitness Report will be prepared wheneve^he/fnmediate pore* and sign* the Fitness Report of the employee con- 

i /(^jptrvuof of the amplove e-ffo chonaed by the reoulgn- earned. Whan the supervisor it reossigned and has nu- 

/ merit of the employaa. For tha purpot^ of fitness report- maroiis raossfgnmant ra ports to prapora ha need complete 

ing ^nmediate^ipervlsor'' re fare to tha official who pro* only SECTIONS I, C, and D of the fitness Report. 


OW\cia]oj 
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DUE IN OFFICE OF PERSONNEL 


GRADED 

FOR PERIOD ENDING 

FROM HEADQUARTERS 

FROM FIELD 

GS-1 through G5-5 

31 March 

30 April 

31 May 

GS-6 through GS-8 

30 June 

31 July 

31 August 

GG-9 through GS-11 

30 September 

31 October 

30 November 

GS-12 and GS-13 

31 December 

31 January 

28 February 

GS-14 and above 

31 March 

30 April 

31 May 
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